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 In every kind of work, there is a need of communication skills. Without them, people won’t be able to understand each other and cooperate. Offices; schools; airports and factories are some of the workplaces where communication skills are more than required.
 Effective communication is the act of communicating ideas, thoughts, views, information, and data so that the message is received and understood with clarity and purpose. When we communicate properly, both the sender and the receiver are happy. Communication must be clear, precise, comprehensive, brief, and empathetic to be effective. We can communicate in different ways, verbal; non-verbal; by listening; visual and by writing. Coursera (2023). What Is Effective Communication? Skills for Work, School, and Life. 
 Having an effective communication skill will be beneficial in so many ways.
Building trust
-the ability to listen to the other points of view helps others trust that you are making the best judgements for everyone in the group. 
Preventing problems
-the capacity to communicate effectively is critical in resolving conflicts and avoiding potential ones. The goal is to be cool, make sure all sides are heard, and come up with a solution that works for everyone.
Increase of engagement
- people get more involved with their job when they gain confidence in their task and a better grasp of what they need to achieve. Only 15% of adult employees are involved with their employers, according to new research on the psychology of employee engagement. You may raise engagement and hence satisfaction among your team members by prioritising good communication. CLIMB Professional Development and Training (2019). The 7 Benefits of Effective Communication in Personal and Professional Settings
 Good workplace communication ensures that employees get the knowledge they need to perform successfully, creates a happy work atmosphere, and avoids inefficiencies. Effective communication should deliver information properly while preserving or developing human connections. Coursera (2022). Why Is Workplace Communication Important? And How to Improve It

Key points to improve communication in the workplace
· Set clear goals and expectations
· Ask clarifying questions
· Schedule regular one-on-one meetings
· Praise in public, criticize in private
· Assume positive intent
· Repeat important messages
· Raise your words, not your voice
· Hold town hall meetings and cross-functional check-ins. Psu.edu. (2022). Effective Communication in the Workplace.

Berlo’s model of communication
Berlo's communication model is divided into six stages: the communications source, message encoding, 
the message, message delivery mechanism, message decoding, and message receiver. Stead, B.A. (2017). Berlo’s Communication Process Model as Applied to the Behavioural Theories of Maslow, Herzberg, and McGregor. Academy of Management Journal.
David Berlo was a communications theorist from the United States who developed the SMCR model of communication in 1960. Effective communication happens when the originator and the receiver of a message are on the same level or are broadly comparable, according to Berlo. For example, if a speaker has outstanding communication abilities, the receiver needs have equivalent listening skills for them to communicate effectively. Berlo defines communication as any sort of information transmitted, including casual talks and formal scientific conferences. Study.com. (2023). Available at: https://study.com/learn/lesson/smcr-model-components-process.html#:~:text=Berlo [Accessed 14 Jun. 2023]
Disadvantages: Does not mention barriers to communication; no room for noise; complex model; it is a linear model of communication; needs people to be on the same level for communication to occur but not true in real life; main drawback of the model is that the model omits the usage of sixth sense as a channel which is actually a gift to the human beings (thinking, understanding, analysing etc) lms.su.edu.pk. (n.d.). SU LMS. [online] Available at: https://lms.su.edu.pk/lesson/2492/david-berlos-model-of-communication-strength-and-weeknesses#:~:text=Main%20drawback%20of%20the%20model

               Shannon Weaver model of communication                            The Shannon-Weaver model assumes that communication is a one-way, linear process with six components: a source, a transmitter, a channel, a receiver, a destination, and noise. The source is the person or entity with a message to convey. The device or medium that encodes the message into a signal that may go over the channel is known as the transmitter. The Shannon-Weaver model was initially intended to be a linear model in which information moved from a sender to a receiver. Norbert Wiener, on the other hand, introduced feedback to the model, transforming it from linear to cyclical. Study.com. (2022). Available at: https://study.com/learn/lesson/shannon-weaver-model-communication-theory-parts-transmission-model.html#:~:text=Shannon%20weaver%20model%20is%20a.


Benefits: 
1.The Shannon-Weaver model simplifies communication planning by identifying and analysing important components of the communication process. 
2.It helps clarify roles, reduce noise sources, and select the most suitable channel for conveying messages, ensuring efficient and effective communication. 
3.It can be applied to various forms and levels of communication; digital communication adapts to various scenarios, including crisis communication, public relations, marketing, and education, enhancing communication effectiveness.
Disadvantages:
Nature of the Medium
Influence of context
Aspect of time
Linearity and lack of feedback
Content and meaning
Doing-projects.org. (2017). Shannon & Weaver Model for Communication


‌Schramm’s model of communication
Communication, according to Schramm, is about exchanging knowledge or having a shared attitude towards signals. His concept is built upon three fundamental elements: a source, a destination, and a message. The process begins with an idea in the source's head. Wikipedia
This model accounts for how people interpret the message. Schramm argued that a person’s background, experience, and knowledge are factors that impact interpretation. Social Sci Libre Texts. (2021). 2.4: Models of Interpersonal Communication.
Communication is circular, according to the Schramm Communication Model, and the originator and recipient of a message might be the same individual. A communication is encrypted and sent to the same or a different individual. It is the receiver's responsibility to decrypt the message, read it, and then encrypt it again before forwarding it to another recipient (circular). Janse, B. (2022). Schramm Communication Model. [online] toolshero.	
Benefits:                                                                                           Shows how feedbacks can work                                                            Communication is complex                                                                     Sees us as active communicators
Disadvantages:                                                                                                         Doesn’t recognize that communication can be unequal                   Doesn’t work for mass communication                                          Chris Drew (2019). 4 Key Principles | Osgood-Schramm Model of Communication (2020)



Example of communication issue at workplace
I was working in a factory as a packer, it was my first job. The factory was big and a lot of workers. I didn't know English back then as good as now. And I was insecure about my pronunciation, so every time they asked me to do something that was hard for me, I would’ve done it because I didn’t want to speak up and of course they wouldn’t know because I was just nodding my head. Sometimes I needed help but never ask because I was so scared that I will say a wrong word and they would laugh.
From that on I learned that I can’t expect people to understand me just by nodding. I understood that communication is important in our workplace and in my day-by-day life. This is how we understand each other. So, I started speaking up even if I didn’t know a word sometimes, I would’ve used another one like it.
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